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\' Welcome to the Processing Department!

By looking over the following pages, which contain a brief outline
of the history, organization, and functions of the Library of Congress’
largest department, we hope you will acquire a general understanding
ol the many*services the Processing Departmient provides to the Library
of Congress itself and to other institutions throughout the world. They
include the National Program for Acquisitions and Cataloging, the
Foreign Cwirencies Program, the Cataloging in Publication Program,
the Marc Disuibution Sevvice, the National Serials Data Prograny, the
cooperative development of cataloging rules, standards for the automa-
tion of technical processing, lists of subject headings, Library of Con-
giess and Dewey Decimal dlassification numbers, printed catalog caids,
book catalogs and other publications, 1escarch in technical processes,
providing expert advice and assistance through correspondence, insti-
tutes and representation at professional conferences. and many others.
Becauwse the department encompasses a wide variety of complex and di-
versified activities, this guide can offer only basic information. How
ever, stall membeis are always pleased to provide more detailed infor-
matiou on particular aspects of the department’s work.

A list of the depmtment’s curient publications is included at the
back of this guide.

Whether you are joining the Processing Department as a staff
wmember or viewing it as a visitor, we hope your time here is both in-
teresting and 1ewarding.

William J. Welsh
Director
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A BRIEF HISTORY

The first Catalog Division of the Library of Congress was cre-
ated by an act of Congress on February 19, 1897, which reorganized the
Library and divided its services into several divisions. The Processing
Department is the lineal descendant of the Catalog Division and of the
first Order Division of the Library, which came into being under the
appropriation act effective July 1, 1900.

The Catalog Division originally combined the functions of catalog-
ing, clasification, shelflisting, labeling, proofreading, filing, and cad
distribution. .\s these functions developed, they assumed individual im-
portance and independent status. The Card Division (now the Catalog-
ing Distribution Service Division) made its initial appearance in 1914,
the Classification Division in 1917, and the Cooperative Cataloging and
Classification Division in 1943, The Order Division was responsible for
purchasing books and handling - fts and exchanges except those with
governments and quasi-public bodies, which were handled by the Divi-
sion of Documents,

To coordinate the cataloging and acquisitions functions of the Li-
brary, the Processing Departiment was established by a General Ovder
dated June 28, 1940, Issuances later that year set up five divisions: Ac-
cessions (the old Order Division renamed), Card, Catalog Preparation
and Maintenance, Descriptive Cataloging, and Subject Cataloging.

In 1943 all of the units previously engaged in the selection and ac-
quisition of materials (including the Accessions Division and part of
the Documents Division), were regrouped as a separate Acquisitions
Department.

To secure economies in supervision, the Acquisitions and Process
ing Departments were merged in 1947 under a single director with two
assistant  directors—one for acquisitions and one for cataloging. The
combined department then contained nine divisions: Order, Exchange
and Gift, Serial Record, Desariptive Cataloging, Subject Cataloging,
Catalog Maintenance, Card, Union Catalog, Binding (later transferred
to the Administrative Department), and a Selection Office.




o

This c;‘rganimlionzll pattern 1emained basically unchanged until
1968, by which time the growth of the activities, 1esponsibilities, and
staff of the Processing Department had created a need for new lines of
comnymication and coordination. Consequently, in that year the de-
partment was lcoxg.ml/ul into three major functional areas: acquisi-
tions and overseas operations, cataloging, and processing services. Each
area is headed by an assistant divector who supervises and coordinates
the activities of the divisions and offices under him. Additional devel-
opments included:

1947. Cumulative Catalog, the first of the Library's published cat-
alogs in book formy, is launched.

1950. Books: Subjects, a companion to the Cumulative Catalog, is
published.

1951, Publishers begin printing Libravy of Congress catalog card
numbers in their books.

New Sertal Titles fivst appears.

1953.  Films and Music catalogs aie initiated as supplements to
the catalogs of books.

1954. The Library assumes the editing of the Dewey Decimal
Clussification,

1956. Cumulative Catalog is expanded to include titles reported
by other libraries and is renamed the National Union Cat-
alog.

1958-1959. Cataloging in Source experiment and National Union
Catalog of Manuscript Collections are begun.

1961. Public Law 480 (now Special Foreign Currency) Program is
initiated.

1965. The National Register of Microform Masters and the Reg-
ister of Additional Locations are added to the department’s
list of publications.

1966. Naucral Program for Acquisition and Cataloging (NPAC) is
begun, Shared Cataloging Division is established; and An-
notated Cards Progrtam for childhien’s literatwme is intro-
duced.

1967. The National Union Catalog: Pre-1956 Imprints is begun
with the editing of the fivst cutries. Technical Processes Re-
search Office and Cataloging Instruction Office are estab-
lished.

1968-1970. Automation of Cataloging Distribution Service begins.
sare (Machine-Readable Cataloging) Editorial Division and
MARG Development Office are established.

1971. A permanent Cataloging in Publication Program is
inangurated.

1974. Monographic Series and Library of Congress Name Fead-
ings with References first appear, National Serials Data
Program (Nsvp) is transfenied to the Processing Departient.

1975. Chwnese Cooperative Catalog launched.
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ORGANIZATION AND
PRINCIPAL FUNCTIONS

The Procesing Department, with approximately 1,800 employees
and an anunal budget of over $30 million, cousists of 17 organizational
units and 15 overseas offices. T'he activities of these divisious aund offices
encompass a wide variety of 1esponsibilities, including the acquisition
and cataloging of materials added to the Library's collections aud the
distiibution of the vesulting bibliographic information in the form of
maguetic tapes, proofsheets, technical publicatious, published catalogs,
and printed cavds to libraries and informatiou centers throughout the
world,

Research and Development and Other Projects
Marc Development Office
National Union Catalog Publication Project
Techuical Processes Research Office
Acquisitions and Overseas Operations
Exchange and Gift Division
Order Division
Overseas Operations Division
Selection Office
Cataloging
Cataloging Instruction Office
Decimal Classification Division
Descriptive Cataloging Division
MarG Editorvial Division
Shaved Cataloging Division
Subject Cataloging Division
Processing Services
Catzlog Managewment Division
Catalog Publication Division
Cataloging Distribution Service Division
Seiial Record Division
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FUNDING

Funds for the Libiary, which includes the Processing Department,
are appropriated by Congiess. Positions in the Processing Deparument
are suppoted by various appropriations and gift funds as follows:

Number of

Fund Positions
LC salaries and expenses 712
re-Npac (National Program for Acquisitions and Cataloging) 424
Distribution of catalog cauds appropriation 498
Special Foreign Curieney Program 159*
Working, gift, and other funds 64

TOTAL 1,857

*Includes local pesonnel.
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MAJOR
RESPONSIBILITIES

The seven principal areas of responsibility assumed by the Process-
ing Department may be stnmnarized as follows:

Selection and Acquisition of Materials. Formulating and adminis-
tering acquisitions policies and reviewing (for conformity to acquisi-
tions policies, fairness of price, and availability of funds) all
recommendations for additions to the Library’s permanent collections;
acquiring books and other library materials by . gift, copyright, pur-
chase, exchange arrangement, transfer from other government agencies,
and provision of state and federal law, ind selecting items to be added
to the permanent collections from these sources.

Administration of Overseas Ficld Operations. Administering the
overseas field operations established under the National Program for
Acquisitions and Cataloging (Neac) and under Public Law 83180 (the
Agricultural Trade Development and Assistance Act of 1954), as
amended by Public Law 85-931, Section 104 (n).

Cataloging, Classification, and Preparation of Materials for Use,
Developing and maintaining rules of cataloging, subject headings, and
the Library of Congiess and Dewey Decimal schemes of clasification;
cataloging, classifying, and otherwise prepming the publications which
are acquired for use by the Congiess, tederal agencies, libraries, and
the general public, .

Bibliographic Control. Providing information on materials in
process or previowsly cataloged by maintaining and searching such rec-
ords s the Process Information File and the Serial Record, general
public card catalogs, the Official Catalog, specialized ¢ad catalogs, and
the Mare data base,

Production and Distribution of Cataloging Information. Produc-
ing and distributing through the self-supporting Cataloging Distribu-
tion Service cataloging data in the form of Marc tapes, proofsheets,
technicat publications, the book catdogs which contiibute to the Amer-
ican national bibliography, and printed catalog cards to subscribers.

Automation of Bibliographic Control. Developing and implement-
ing systems for acating and wing cataloging data in machine-veadable
form for the Libraiy and its community of users; contributing to the
development ol a computetized national bibliogiaphic network thiough
formulation of standards, distnibution of name and subject authority
data, and management of cooperative projects intended to build a
national data base in machine-readable form,

Research in Technical Processes. Conducting iesearch in catalog-
ing, dassification, subject analysis of Kbrary documentay materials,
and related technical processes.
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PROCESSING DEPARTMENT OFFICE
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E

OFFICE

OF THE
DIRECTOR

The director of the Processing Department is responsible for plan-
ning and coordinating the activities of the deparunent, Tliee awistant
directors work with the divector in carrying out the principal functions
—acquisitions and oveiseas operations, cataloging, and processing serv-
ices. The techuical and executive officers veport divectly to the director,
as do the chief of the Mwre Development Office, the head of the Na-
tional Union Catalog Publication Project, and the chief of the Techni-
cal Prucesses Research Oftice,

The MARC Development Office develops and implemeuts all
aspects of systems for recording cataloging data in machine-readable
form (MaRrc), for wsing those vecords to produce bouk catalogs, special
listings, and other printed output, and for developing on-line applica-
tions of these vecouds to internal bibliographic coutrols. The office also
plays a major wle in developing national and international standavds
for antomation of bibliographic vecords for all types of material.

The National Union Catalog Publication Project was established
in 1967 to edit for publication the National Union Catalog of pre-1956
imprine, a file of approximately 20 million catalog cards reporting
holdings of works published before 1956 in the Library of Congress
and over 600 major U.S, and Canadian libravies This has resulted in
the National Union Catalog: Pre-1950 Imprints, the largest bibliogra-
phy ever undertaken. The completed main set will contain around 600
volumes.

The Technical Processes Research Office plans and adwministers in-
vestigations of the Library's methods of catalog control, such as descrip-
tive cataloging, clasification, subject analysis, iundexing, and file
arrangement, with special emphasis on how automation may affect
them. The office designs studies to evaluace the individual methods in
the context of catalog control s an integrated process, to suggest im-
provements, and to provide a sound basis for automating these func-
tions,

O
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E

OFFICE

OF THE
DIRECTOR

The director of the Processing Department is responsible for plan-
ning and coordinating the activities of the department. Three assistant
directors work with the divector in carrying ont the principal functions
—acquisitions and overseas operations, cataloging, and processing serv-
ices. The technical and executive officers veport directly to the director,
as do rhe chief of the yarc Development Office, the head of the Na-
tional Union Catalog Publication Project, and the chief of the Techni-
cal Processes Research Office.

The MARC Development Office develops and implements all
aspects of systems for recording cataloging data in machine-readable
form (Marc), for using those vecords to produce book catalogs, spectal
listings, and other printed output, and for developing on-line applica-
tions of these records to internal bibliographic controls. The office also
plavs a major 1ole in developing national and international standards
for automation of bibliographic vecords for all types of material.

The National Union Catalog Publication Project was established
in 1967 to edit for publication the National Union Catalog of pre-1956
imprints, a file of approximately 20 million catalog cards reporting
holdings of works published before 1956 in the Library of Conqress
and over 600 major U.S. and Canadian libraries. This has resulted in
the National Union Catalog: Pre-19560 Imprints, the largest bibliogra-
phy ever undertaken. The completed main set will contain around 600
volumes.

The Technical Processes Research Office plans and administers in-
vestigations of the Library's methods of catalog control, such as descrip-
tive cataloging. classftcation, subject analysis, indexing, and file
arrangement, with special emphasis on how automation may affect
them. The office designs studies to evaluate the individual methods in
the context of catalog control as an integrated process, to suggest im-
provements, and to provide a sound basis for automating these func-
tions.
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ADMINISTRATIVE, CLERICAL
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CORE BIBLIOGRAPHIC SYSTEM
(Fiscal Year 1976)
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NATIONAL UNION CATALOG PUBLICATION PROJECT
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E

Office
of the

Assistant Director
(Acquisitions and Overseas Operations)

The assistant director (acquisitions and overseas operations) super-
vises the Exchange and Gift, Order, and Qverseas Operations Divisions
and the Selection Office, which are engaged in the selection and
acquisition of library materials and bibliographic information. He re-
views the Library’s policies and coordinates its activities in the areas of
acquisitions and overseas operations.

Library materials available by means other than purchase are ob-
tained by the Exchange and Gift Division, The division pcquires an
average of 5 million items annually through its various programs, in-
cluding exchanges with over 12,000 institutions throughout the world,
gifts from individuals and organizations, and receipts under special
provisions of the law, such as publications issued by the Superintend-
ent of Doanuents (Government Printing Office) , those deposited under
copyright regulations, and those tiansferied from other government
agendies. The exchange program centers on veciprocal arvangements
with governmental organizations and scholarly institutions. Special
collections such as personal papers and manuscripts are prominent
among the gifts. The acquisition of U.S. federal and state publications
entails 1eview and selection of such publications for permanent reten-
tion by the Library and the pieparation of two publcations, the
Monthly Checklnst of State Publications and the Non-GPO Imprints
checklist (annualy. The division is also 1esponsible for the custody and
disposal of all surplus materials.

The Order Division purchases materials added to the Library's
collections as well as publications 1equired for priced exchange ar-
rangemeuts with foreign institutions. The division puichases materials
from allotments inwver 10 appropriated gitt and trust funds, has estab-
lished more than 250 blanket orders to acquire curtently published
monographs and related materials, and maintains approxinately 335,000
subsaription orders for periodicals and other serials published through-
out the world, The division deals with moie than 5,000 book dealers,
publishers, and other suppliers, acquiting approximately a miilion
pieces each year with payments exceediug 52.5 million.

The principal evaluations officer 1eviews prices quoted for the
more expemsive items to be ordered, evaluates the gifts to the Library,
recommiends imsurance values on materials lent by the Library, and
provides other reference services to appropriate offices.

The Library’s foreign field operations, established under aeac and
the Special Foreign Currency Program, are administered by the Over-
seas Operations Division, The latter program utilizes U.S-owned excess
foreign cuniendies to buy and distutbute nltiple copies of new foicign
publications for LC and somie thice dozen other Amctican 1esearch

17
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EXCHANGE AND GIFT DIVISION
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ORDER DIVISION
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O

libravies (approximately 1,200,000 pieces annually). Under Npac the
Libtary is aesponsible tor the vapid acquisition and cataloging of
important covrent library materials published throughout the world.

The Selection Office examines incoming book, pamphlet, and se-
rial material (except those in oriental languages) and decides which ti-
tles and how many copies should be added to the permanent collec-
tious of the Libiary, determines the type of processing to be given, and
assigns approptiate cataloging priotities to those items which will
veceive full Libvary of Congress puinted cad cataloging. Move than
600,000 books and pamphlets and 18,000 uew serial titles me 1eviewed
each year by the Selection Office,

SELECTION OFFICE

SELECTION OFFICER

Assistant Assistant to the
Selection Otticer Selection Officer
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CATALOGING INSTRUCTION OFFICE
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Office
of the

Assistant Director
(Cataloging)

The assistant director (cataloging) supervises the Descriptive,
Sharved, and Subject Cataloging Divisions, the Decimal Classification
Division, the mMare Editorial Division, and the Cataloging Instruction
Office, which are engaged in the seaiching, cataloging, classifying, and
suject heading of titles added to the collections; the conversion of
cataloging information into machine-readable form; and the formal
instruction of employees in cataloging policies and procedures.

The Cataloging Instruction Office provides internal instruction
throngh courses in cacaloging, searching, and filing as a means of devel-
oping staft in the Processing Department and other devartments of the
Library for professional and paraprofessional assignments and of im-
proving performance in present assignments.

The Decimal Classification Division develops, revises, and prepares
for publication the Dewey Decimal Classification in full and abridged
editions; advises on the prepmation of special editions and transla-
tions; classifies titles in the major western European languages accord- y
ing to the Dewey system; and provides guidance, on a worldwide basis,
in the interpretation and use of the system,

The Descriptive Cataloging Division seaiches materials in all lan-
guages; prepates preliminary catalog entries for works new to the
collections; determines the authorship of matevials, and prepares the
part of the catalog entry concerning the bibliographic and physical de-
scription of a work and the name and title entries required to locate a
work in the catalog; develops and revises the cataloging rules and ro-
manization schemes under the supervision of the assistant director {cat-
aloging) and in cooperation with other authors of the cataloging code;
and provides final interpretation of cataloging 1ules and policies for all
divisions involved in descriptive cataloging fou printed cards.

The MARC Editorial Division conveits cataloging data to ma-
«hineacadable forn; maintains the Librarys machineacadable files of
cataloging data: prepares, uanscribes, proofs, conects, and verifies cat-
aloging data for input to a store of approved machineacadable cata-
loging records; updates the Libvary's machinereadable cataloging files
to reflect the most cunent data; develops data-conversion rules and
procedmes for vare vecords; and maintains statistical 1ecords concern-
ing the processing, growth, and maintenance ot the Library's machine-
readable cataloging files.

The Shared Cataloging Division seaiches materials 1eceived from |
the Libiaty of Congress avac overseas centers o1 other Nvac souvces of |
supply, adaprs bibliogiaphic caloging information received hiom var- ‘
ious foreign national bibliogiaphies, and determines the main and ‘
added entiies for new works, The division also veceives order slips

23
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DESCRIPTIVE CATALOGING DIVISION
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A

English Language Manuscripts
3 Section 1l Section

Germanic Languages
Section

Romance Languages
} Section

Slavic Languages
Section

Program Monograph Cataloging

Miscellaneous Languages
Section

Far Eastern
Languages Seclion

\. South Asian
Languages Seclion ¥
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hrom cooperating 1esearch libravies, searches them o detenmine their
status, htiates ovders for the works not already in the Libuary of Cone-
giess or o onder, and mamtains acquisition contiol files of publica-
tions on ouder, veceived, o in process.

The Subject Cataloging Division develops, revises, and publishes the
Libvary of Congress classification schedules and subject headings lists
applies these tvo conttol insttuments to all works being added to the
Libtay's dassified collections (except maps and music): and applies
subject headings to childien’s literanre and provides annotations for
such works, The division abo naintains the Shelfhist, the Libvary's per-
manent inventory 1ecord, in clased order, of all works in the (lassified
collections, )

MARC EDITORIAL DIVISION

CHIEF

ASSISTANT CHIEF

Adminisirative Assistent

S ——— Keyboarding Unit
Secretery
3
MARC FILE MANAGEMENT QUALITY CONTROL
SECTION SECTION
DATA vaznr;nmon COMARC
VERIFICATION SECTION Peoject
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from cooperating research libraries, searches them to determing their
status, inttiates oiders tor the works not already in the Libvary of Con-
gress or on order, and maintains acquisition control files ol publica-
tions on order, received, o1 in process.,

The Subject Cataloging Division develops, revises, and publishes the
Librarv of Congress dlassification schedules wnd subject headings list

..’lp})“(‘\ these two control instruments to all works being added o the

Librvanv's classified collections except maps and musio): and applies
subject headings to children’s literature and provides annotations for
such works, The division also maintains the Shelilist, the Library's per-
muanent inventory recotd, in classed order, ol all works in the classified
collections. '

MARC EDITORIAL DIVISION

ASSISTANT CHIEF

Administrative Assistant

el U —— Keyboarding Unit
Secretary
MARC FILE MANAGEMENT QUALITY CONTROL
SECTION SECTION
DATA PREPARATION CCMARC
AND .
Project

VERIFICATION SECTION
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PROCESSING MARC RECORDS

Input
worksheet

Records
keyed

Processing via
format
recognition

Processing Residuel
via data
edit base

Residuet
record
verifier

Correction Verificetion
keyed keyed

Cetaloging
Distribution
Service
Division

Added to
master
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SHARED CATALOGING DIVISION

ASSISTANT CHIEF

Secretery to the
Chief

1
!
t
1

Secretary to the
Assistent Chief

ENGLISH LANGUAGE
SECTION

DUTCH.SCANDINAVIAN
LANGUAGES SECTION

FRENCH LANGUAGE
SECTION

GERMAN LANGUAGE
SECTION

ITALIAN/SPANISH
LANGUAGES SECTION

JAPANESE LANGUAGE
SECTION

SLAVIC LANGUAGES
SECTION

SIBLIOGRAPHICAL
SECTION
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SUBJECT CATALOGING DIVISION

CHIEF

ASSISTANT CHIEF
Principal Subject Spacialiat
In Lew Clessification
Cataloger
snd Professions! Assistente
Administrative L. Secratary to the
Secratery Assistent Chisf
HUMANITIES | § | SHELFLISTING
EDITONIAL SECTION SECTION | LAW SECTION SECTION

] 1

EDITOR OF
- SUBJECT HUMANITIES |1 LIFE SCIENCES — Generst Unit

HEADINGS SECTION I SECTION

EDITOR OF Sorlals and
2 CLASSIFICATION SOCIAL SCIENCES | | PHYSICAL SCIENCES B iyt
SCHEDULES SECTION SECTION s

ASIAN ma CHILDREN'S ] Lenguage
MATERIALS SECTION LITERATURE SECTION and l-'hl;-lun
un

Shalftist
Setvices Unit

Law Unit
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Office
of the

Assistant Director
\ (Processing Services)

The assistant director (processing services) supervises the Catalog
Publication, Catalog Management, Cataloging Distribution Service,
and Serial Record Divisions, which are engaged in the compilation and
editing of the book catalogs, the sale and distribution of bibliographic
data, the management and maintenance of the card catalogs, and the
recording and cataloging of the Library’s serial 1eceipts.

The Catalog Management Division plans, organizes, and main-
tains the general card catalogs of the Library, which contain over 50
million cards. These include the Main Catalog, General Serials Catalog,
Official Catalog, Annex Serials Catalog, National Union Catalog of
Manuscript Collections, Far Eastern Languages Catalog, Law Catalog,
Music Catalog, Catalog of Juvenile Books, and other special card cata-
logs as assigned. The division also prepares card catalog entries for spe-
cial catalogs and files maintained by other divisions of the Library, co-
ordinating them with the Library’s general card catalogs; plans the
structne of and edits the Library’s general card catalogs, develops rules
for their organization” and aids for their use, and provides for their
physical growth and development; maintains statistical records concern-
ing the content and growth of the Library’s general and special card
catalogs; and provides reference service concerning the receipt and lo-
cation of materials in the Library through its Process Information File.

The Catalog Publication Division plans, compiles, edits, and pre-
pares for publication the compiehensive book catalogs which form the
National Union Catalog and other Library of Congiess book catalogs,
including Subject Catalog (formerly Books: Subjects); Music, Books on
Music, and Sound Rccordings (formerly Music and Phonorecords) ;
Films and Other Matenals for Projection (formerly Motion Pictures
and Filmstrips); the National Register of Microform Masters; Newspa-
pers in Microform: United States; Newspapers in Microform: Foreign
Countries (formerly Newspapers on Mrofilmy ; Symbols of American
Libraries; Library of Congress Name Headings with References; Mono-
graphic Series; and Chinese Cooperative Catalog. The division edits
and prepates for publication miscel’aneous catalogs and indexes in co-
operation with other divisions of the Library, by arrangement with
other government agencies, and by contract with professional organiza-
tions or commeicial publishiers; acts as the official liaison with other li-
braries on matters relating to the requirements for reporting to the Na-
tional Union Catalog; and serves as a clearinghouse for microfilming
programs and for the development of national registers of certain mate-
rials.

The Cataloging Distribution Service Division has cards printed
and supplied to the Library of Congress and other libraries; sells bib-’
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CATALOG MANAGEMENT DIVISION

CHIEF

ASSISTANT CHIEF

Secratary to the
Chiet

Secratary to the
Assiatant Chist

CARD PROOF
EDITORIAL
SECTION

CARD PREPARATION
SECTION

FILING SECTION

CARD CATALOG
EDITORIAL SECTION

—

]

m—

Card Preparation
Unit

| _|Officiel and Proceas
File Filing

- Additions and
Corrections Unit *

.1 Arrenging end

Distributing Unit

Main Catalog Filing

= Process
Information File

“—1 Law Library Filing

* The Additions and Corractions Unit continues under tha Fiting Saction
until the Card Catalog Editoriel Section is organizad.
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CATALOG PUBLICATION DIVISION

D

Administretive Assietent
CHIEF
Principal Editor e e —— ] Administretive Secretery
ASSISTANT CHIEF Assistent Secretery
NUC CONTROL NLC EDITORIAL NUC PUBLICATION SPECIAL CATALOGS
SECTION SELTINN SECTION SECTION
| _|Cotaleg Maintenence Editorial Composing Register of Additionat Music end Film end
Unit Unit Locations Unit Speciel Projects Unit
-  Searching Umt —{ Booke: Subject Unit
Microform
- Publicetions
Unit

L] production Unit
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CATALOGING DISTRIBUTION SERVICE DIVISION

Chist

Automated Dete
Processing Office

|
| Assistant Chisf Msnager
|
|
|
| Administrative Programming | |
| Assistai Section
| Fiscel
i Section
Customsr Services Cerd Distribution Shipping snd Operstions
Section Section Recsiving Section Section
" Publicstion
1 "Acc?un; | B'bl':'w‘:"""k || and | | Computer
ecelvable qulty Proofsheet Unit
Unit . Unit
Unit
' Corr»p::danco Cord loct’:lnq Order
1 and 1 Control - o = Control
Information Unit Supply Unit
Unit Unit
Subscriber Cerd
= Accounts — Drawing ~— w'a"‘l’:"g
Unit Unit n
Cord
m Production
Unit
L} Stock
\ Unit
3 I
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liograplic data in the form of proofsheets, printed cards, machine-read- |
able tapes (MaRc), book catalogs, and technical publications to libraries, |
learned sodieties, professional institutions, government agencies, private
institutions, and cooperative and commerdial processing centers; main-
tains the master bibliographic data base for the sale of all of the |
Library’s cataloging; and maintains complex card and machine files to
control and access this data base. As the business has become more
complex, the division has developed unique mechanized and auto-
mated techniques and equipment. Tt is tire first source of most of the
cataloging information in the United States and must always be the
court of lust resort for seldom used records.

The Serial Record Division maintains the recoid of the Library’s
serial holdings in the Roman, Greek, Hebrai¢, and Cyrillic alphabets
(exclusive of newspapers) receives about 6,000 serials each working day
which are searched, recorded, and distributed or circulated to the pub-
lic reference divisions, to the undlassified collections, or to more than
100 units in the Library; catalogs aound 12,000 titles aimually; lists
all new titles in New Serial Titles, a union list; and provides reference
service in response to gquestions from within the Library and from
other government agencies which can be answered from its files, The
National Serials Data Program Section functions as the U.S. national
center in the Inteinational Serials Data System, a network of control
centers 1esponsible for the registration of serial publications and the
exchange of data about serials through the preparation of standardized
bibliographic desaviptions which highlight the International Standard
Serial Number (1<o8) and a unique “key title.”
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SERIAL RECORD DIVISION

Chiet

Steft Aseistent

to the Chief

Secretery to the
Chief

1Y

t Chief (M

Assistent Chief (Nationel ]
end Internetionel Operetions)

Secretery to the
Assistent Chlef

CATALOGING SECTION

NATIONAL
SERIALS
DATA
PAOGRAM

PROCESSING AND
EFERENCE SECTION

NEW SERIAL TITLES
SECTION

1

Sotting Unit

Accessioning Unit

Seerching end
visible File
Cetealoging Unit

Editoriel
ond Reference
Unit

Melintenence Unit
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Publications
Prepared

by the
Processing Department

Office of the Assistant Director (Cataloging)
Cataloging Service
Catalog Management Division
Filing Rules for the Dictionary Catalogs of the
Library of Congress
Catalog Publication Division
Films and Other Materials for Projection
Chinese Cooperative Catalog
Library of Congress Name Headings with References
Monographic Series
Mussic, Books on Music, and Sound Recordings
National Register of Microform Masters
National Union Catalog
National Union Catalog—Register of Additional Locations
Newspapers in Micioform—Foreign Countries
Newspapers in Microforin—United States
Subject Catalog
Symbols of American Libraries
Decimal Classification Division
Decimal Classification: Additions, Notes, and Decisions
Dewey Decimal Classification (Abridged and Unabridged)
Descriptive Cataloging Division
National Union Catalog of Manuscript Collections
Exchange and Gift Division
Monthily Checklist of State Publications
Non-GPO Imprints Received in the Library of Congress
MARC Development Office
Books: A Marc Format
Conversion of Retiospective Cataloging Records to Machine-
Readable Form: A Study of the Feasibility of a National
Bibliogtaphic Service
Filins: A Marc Format
Information on the Marc System
Marc User Survey
Manuscripts: .\ aarc Format
National Aspects of Creating and Using marc/rEcoN Records
Order Division Automated System
rEcoN Pilot Project; Final Report
Serials: A Marc Format
The Mare Pilot Project; Final Report
National Union Catalog Publication Project
National Union Catalog: Pre-1956 Imprints
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PROCESSING DEPARTMENT ACTIVITIES

ey LTS . . - ] = vy Sh.'.d [« = AN A VU KR e rExXAE
NPAC Cataloging
/ Division
> 5 Order
Purchase Division
Descriptive
Cataloging
Division
Selection
Serlal
Record
Division !
Government !
Source
Exchange
PL 480 and Gift ]
Division :
H
i
i1
i1
1 I
Gifts? il |
Il 1
11 |
) |
oo eeeen . e
| 1 1 1
| l ! '
|
Copyright i | i i
eposit | I 1 1
N v W A
-
Monthly Non-GPO New Library of
Checklist Imprints Serial Congress
of State Received in LC Titles Ciassification
Publications A Selective Schedules
Checklist
»” \

* Selection of materials done here.
2includes CIP and ABP books.

This chart does not include nonbook or Oriental materials.
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Overseas Operations Division
Accessions List—Bangladesh
Accessions List—Eastern Africa
Accessions List—India
Accessions List—Indonesia, Malaysia, Singapore, and Brunei
Accessions List—Middle East
Accessions List—Nepal
Accessions List—Pakistan
Accessions List—Sri Lanka
Serial Record Division
New Serial Titles
New Serial Titles—Classed Subject Arrangement
Subject Cataloging Division
Library of Congress Classification—Additions and Changes
Library of Congress Classification Schedules
Library of Congress Subject Headings
Library of Congiess Classification Qutline
Subject Headings: A Practical Guide
Subject Headings for Children’s Literature
Supplement to Library of Congress Subject Headings
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Processing Department

of the
Principal Staff

OFFICE OF THE DIRECTOR
William J. Welsh, Director
Glen A. Zimmerman, Executive Officer
Thomas R. Barcus, Technical Officer
Joan C. Van Blake, Executive Assistant
Kim Moden, Executive Assistant
Grace E. Hall, Office Manager
Lucietia E. Turpin, Secretary to the Dirvector
Katie R. Reines, Assistant for Personnel and Statistics
Barbara P, Williams, Secietary to the Executive Officer
MARC Development Office
Henriette D. Avram, Chief
Lucia J. Rather, Assistant Chief
National Union Catalog Publication Project
Johannes L.. Dewton, Head
David A. Smith, Assistant Head
Technical Processes Research Office
John C, Rather, Chief

OFFICE OF THE ASSISTANT DIRECTOR
(ACQUISITIONS AND OVERSEAS CPERATIONS)
Edmond L. Applebaum, Assistant Director
Robert A. Davis, Assistant to the Assistant Director
Sara H. Layton, Secretary
Exchange and Gift Division
Nathan R. Einhorn, Chief
Peter H. Bridge, Assistant Chief
Order Division
Robert C. Sullivan, Chief
Jennifer V. Magnus, Assistant Chief
Overscas Operations Division
Frank M. McGowan, Chief
Peter de In Garz, Assistant to the Chiel
Selection Office
Jean B, Mety, Selection Officer
Donald W. Woolery, Assistant Selection Officer

OFFICE OF THE ASSISTANT DIRECTOR
(CATALOGING)
Joseph H. Howard, Assistant Director
Robert M. Hiatt, Assistant to the Assistant Director
Bridgetta C. Jenkins, Secretary
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Processing Department
of the
Principal Staff

OFFICE OF THE DIRECTOR
William J. Welsh, Director
Glen A. Zimmerman, Excecutive Officer
Thomas R. Barcus, Technical Officer
Joan C. Van Blake, Executive Assistant
Kim Marden Executive Assistant
Grace E. Hall, Office Manager
Lucretia E. Turpin, Secretary to the Director
Katie R. Reines, Assistant for Personnel and Statistics
Barbara P. Williams, Secretary to the Executive Officer
MARC Development Office
Henriette D. Avram, Chief
Lucia J. Rather, Assistant Chief
National Union Catalog Publication Project
Johannes I.. Dewton, Head
David A. Smith, Assistant Head
Technical Processes Research Office
John C.. Rather, Chief

OFFiICE OF THE ASSISTANT DIRECTOR
(ACQUISITIONS AND OVERSEAS OPERATIONS)
Edmond L. Applebaum, Assistant Director
Robert A. Davis, Assistant to the Assistant Director
Sara H. Layton, Secretary
Exchange and Gift Division
Nathan R. Einhorn, Chief
Peter H. Bridge, Assistant Chief
Order Division
Robert C. Sullivan, Chief
Jennifer V. Magnus, Assistant Chief
Overseas Operations Division
Frank M. McGowan, Chief
Peter de Ia Garza, Assistant to the Chief
Selection Office
Jean B. Metz, Selection Officer
Donald W. Woolery, Assistant Selection Officer

OFFICE OF THE ASSISTANT DIRECTOR
(CATALOGING)
Josenh H. Howard, Assistant Director
Robert M. Hiatt, Assistant to the Assistant Director
Bridgetta C. Jenkins, Secretary
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Cataloging Instruction Office

Edith Scott, Chief Instructor

Susan B. Aramayo, Deputy Instructor
Decimal Classification Office

Benjamin A. Custer, Chief

Edna E. Van Syoc, Assistant Chief
Descriptive Cataloging Division

Elizabeth L. Tate, Chief

William R. Huntley, Assistant Chief
MARC Editorial Division

Barbara J. Roland, Chief

Margaret Patterson, Assistant Chief
Shared Cataloging Division

Nathalie P. Delougaz, Chief

Hugo W. Christiansen, Assistant Chief
Subject Cataloging Division

Edward J. Blume, Chief

David G. Remington, Assistant Chief

OFFICE OF THE ASSISTANT DIRECTOR
(PROCESSING SERVICES)
Robert R. Holmes, Assistant Director
Paul M. Hibschman, Assistant to the Assistant Director
Irene C. Kellogg, Secretary
Catalog Management Division
Barbara M. Westby, Chief
Patricia S. Hines, Assistant Chief
Catalog Publication Division
Gloria H. Hsia, Chief
Kay F. Wexler, Assistant Chief
Cataloging Distribution Service Division
Paul E. Edlund, Chief
John J. Pizzo, Assistant Chief .

James L. Stevens, Manager, Automated Data Processing Office

Serial Record Division
Joseph W. Price, Chief
Robert D. Desmond, Assistant Chief
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